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’ DD/S 692857
7 JUL 1969
MEMORANDUM FOR: Executlve Director-Compiroller
SUBJRCT : Quarterly Report of CIA Records Management Boaxd

1. ‘There i® attached the quarterly xeport of the ClA Records Management
Board dated 30 April 1962. I regret the delay iu forwarding this repoit
but there has been couslderable discussion on itg coutents,

2. As repards the four proposals set forth In paxagraph 8, it was
my thought that we would proceed along the following lnes:

Propospl One: Purchase hMovable Shelving for Regords Center,

It is proposed that an A&R study be conducted on the movable
shelving proposal to consider all the xelated factors that should go
fnto such an undertaking, The A&E will cost between $7, 000 and
$10,000, 1f this proposul is foasible and the cost is within reason
it would achieve & saving of 40, 000 cuble feet in the [[lllRecocds  25X1A
Center. 'This would glve us 8 six year hesdroom ak the current tate
of record growth. 1 would not proposs (o move the supplemental
diseribution at [ NG . il codzavos to vetsin 25X1A
themn in the Waeshington area for ready access ond in less costly space
than the Records Center.  Additicnally, through othex measuves |
hope that we con achieve a Mmitation on the annugl growth in reoords '
stfiilby certain other actions consisting of (8) better contrat 25X1A
by the coroponents of the point of orlgin of yecords and {by if feasible,
8 microfilm/iniczoforn program.

Proposal Two: Authorize Seven Contract Personnel to Reiocate Records,

The DN/S has inclinied within s conract porsommel celllny
seven slots for the puvpose of meoting this requlremont,

5
B b %

-nmwwﬂlﬂ'mwxﬂ
TThRG 1
: 3 Excluded from aviamatic
Sgé‘ R % . do 2ed
: 5‘:‘ ﬁ . Rk |

Approved For Release 1999/09/17 : CIA-RDP73-00099A000200060001-1



L 4

SECRET

Approyed For Rglgase 1999/09/17 : CIA-RDP73-08899A000200060001-1

2

Propossl Three: Compel _Compcnent Support of Program.

This proposal 18 stated in terms implying that there is limited
attention by the coiponents in suppoxt of the records program.
This {s rcally not the case as each of the components has taken an
active interest in improving thetr recovds program. There 18 much

~ ta be done, pacticularly responding to guidance from the professional

yecords management officers. I propose o take up with each coraponent
cartain aspects of thelr program which 1 think they are not pursuing
vigorously cnough, however, it would be improper to imply in any
forra that they are failing to support the program.

Propogsal Four: Develop an Intesrated Microfilm/ dceroforsa Program.

This {s one of the moxe Lmportant proposals, The deficlencies
of microfilaing permanent records have now heen corrected. There
has recently been developed vastly improved systeme for milcrofilming
or microforming records which permit storage and vetrievalina
systematized form. We have held up mlecofilm/microform propoesals
heretofore bacause of the deficiencies in the microfilin/micyoform
iteclf and the absence of developed gystems, It s my intent to establish
p techuical task forca to study and propose the spplication o a microfila/
microform system for all Agency use. The system would permit

-

individual flling systems of the various components of the Agency but

bring them into a broader systeat which would ensure certaln common
devominator elements and compatability batween the systems. The

gyetem would be designed with a projection into the future covering

& mintmum of 10 to 15 yoars o a8 to minimize the future critical

storvege problems that will develop uader our present sysieit. At

the moment I am ignoxing the estimate of sdditonal perseonel as

this was predicated on setting up a special group to gceompliish a

microfilm /microform program. I would propose to reorganize 1t

50 that the mierofilming will take place within the components at the _
point of origin of the documents and this would be a fusction the componoRis
would have ta ahsorb. There will be other Costs, of course, for

- equipment and the processing of the film but hopefully these can be

projected and be within reasou, At the moment we have no idea as

to coats but it is cbvious we nead to create 8 record storage systen

end roierofilin/microform can achicve a storage saving at the rato

of 100 to 1. It iz quite possible that we will have to establish the system
nt & specified date and handle all records thercafter within the systom
and perhaps letting the present storage at Bl :cnd o reduce ftsell
with the scheduled destruction of records. '
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Of importance {8 a D/S study group, sow in belng, which is
considering the very nature of Agency records brosking them down
into archives, vital records, historicel records and inactive records.
We expect to propose 8 new system of administration of such records
a8 the first three constitute types of records that should be controlled
and managed by archivlists, histoxiaus and emargency management
officers and not by records manageinent officers. Hopelully, we
should have a report from this group within the next si¥ weeks.
" Additionally, 1am going to reconsider the werehouse a I 551
a8 & yocords storage vehicle oven though the first repoxt indicated
that it was not really suitable for this purpose.
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